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1 Minimum and Recommended System Requirements

Minimum requirements:

Relatively recent Operating System (e.g. Windows XP or 7, or equivalent)

Office tools (e.g. MS Office support MS Word, MS Excel, or equivalent)

Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (40 or higher), or Opera / Chrome /
Safari (latest)

Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)

Compression/decompression software (e.g. 7zip, winrar, or equivalent)
JavaScript enabled, for full end-user experience

Access to the Internet through HTTP/HTTPS

A valid e-mail address

® Pop-up blockers disabled

Recommended requirements:

Windows 7, or above

MS Office 2003, or above

Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (45.0.1 or higher)
Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)

JavaScript enabled, for full end-user experience
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
Access to the Internet through HTTP/HTTPS

A valid e-mail address

Pop-up blockers disabled
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2 e-Tendering Functionality

The procurement modules provide the following common behaviour/functionality for all its end-
users.

2.1 General Usage Guidelines

The procurement modules of the GHANEPS system will provide the following common
navigation behaviour/functionality:

Tabular display. Any data displayed in tabular format will have the following header which
helps the user to navigate:

# Title EPE % Info Bids Procedure + Status ¥ Notice Award Estimated Total
Submission PDF Date ¥ ContractValue
Deadline =%

Figure 1: Example of a table header

The arrows ¥ are used for shorting (in ascending/descending order) the results by the

corresponding field. The button is used to hide/ show a number of fields in the table.

Any search query or list, with more than a page of results, will include the following navigation
buttons:

Table 1: Pagination options

First Page
Last Page

Previous Page

Next Page

The following buttons are also widely used within the GHANEPS:
Table 2: Additional options
Calendar Button. Selecting this button opens a calendar enabling the user to
select a date
Search Button. Selecting this button opens a searching window enabling the
user to search for various codes (e.g. UNSPSC codes)

) Clear Button. This button clears the selection of the user

2.2 The Tender Menu Functionality

The data uploaded or produced by the system within the context of a Tender is categorised
depending on context (e.g. bids, evaluation reports, associated users, etc). The Tender Menu
contains all available options for accessing these various categories of a Tender, depending on the
user role. It comprises the main navigational tool of a Tender. The Tender Menu is collapsed by
default:

Figure 2: The Tender Menu (collapsed)
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If the user selects the Tender Menu, it will be expanded to show all available functionalities. The
user can select any of the provided functionalities:

ew Tender
Tender Documents
|arifications

Bid Submission

Specify Alerfs

Automated Motifications

Figure 3: The Tender Menu (expanded)

Selecting the Tender Menu, again, will collapse it (Figure 2).

2.3 Main Page

GHANEPS

GHANA ELECTRONIC PROCUREMENT SYSTEM Links Homepage About User Guides Help Contact Us

Login = | Welcome
Log In
GHAMEPS (Ghana Nafional e-Procurement System) is a web-based,
Forgot your password? collaborative system, developed in accordance with the requirement of
public procurement laws, to facilitale public procurement processes in
Register as a Supplier Ghana. It offers & secure, interactive, dynamic environment for carrying

out procurement of all categories, complexity or value.

- GHANEPS =zupports processes of procuring Goods, Waorks, Consultancy, Non-Consultancy and Dispesal of assets. The system supports various
Information public precurement procedures including user regisiration, tender notification, tender preparafion and submission, online tender evaluation,
coniract awarding, creation and management of catalogue, creafion and management of framework agreements and auctions and payments. The

Annual Procurement Flan system procedures will be implemented in accordance with guidelines issued on the use of the system

Current Tenders General Information
FLRMED CIEES Quick guide Why register?
Bidding Advertisements
= Register yourseli and your organisation in the sysiem = Become an eligible supplier and receive email nofifications for new
Opened Bid Details & Obtain access to the user manuals tenders
e — @ View the alest tender publications ] 122?;;“” and unrestricted access to documeniation of published
= Find a specific tender by searching the tender regis!
User Guides P o g gistry = To receive reminders and nofifications for important tender activities
= View the defails of a tender and navigate through all the gvaialble . . . .
documentation ® Participate actively in tenders. Submit your bids and request for
Statistics clarifications
= Download available documentation
Calendar
T Public Notice Statistics
Information Menu
View all View all
Last Update: 13 September 2018 r ©2018 European Dynamics

News and Statistics

Figure 4: Main page

The main page of the GHANEPS system consists of the following elements:
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e Left column, which contains the Login panel, General Information Panel, and Calendar
Panel.

e Central column, which contains general information regarding the system, the Suppliers
and the users of procuring entities. Furthermore, it lists any uploaded news and also
statistical information about the system usage.

e Constant functionality at the top of the main page which contains functionalities which
are available within all pages of GHANEPS.

e Constant functionality at the bottom of the main page which contains functionalities
which are available within all pages of GHANEPS.

The following are the most important sections within the main page.

2.3.1 Login Section

Log In
Log In
Forgot your password?
Feqgister as a Supplier
Figure 5: Login panel

In this section, functionality is provided to enable all users (Procuring Entities, Supplier
Organisations, Administrators, Administrative review Panellists and Auditors) to authenticate in
the system providing that they use correct credentials (username and password). Furthermore,
functionality to recover user’s password is included. Finally, functionality for the registration of
Suppliers within the system is provided.

2.3.2 Search Section

Quick search options Homepage About User Guides Help

Tenders

Crganisation Cuick Search Advanced Search
APP

Figure 6: Search panel

The users can use this section to search for Tenders, Organisations and Annual Procurement Plan

ances searen

entries. Advanced searching functionality, (by selecting the button is also

provided (Figure 6).
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24 Login to the System

All users of the GHANEPS module should have an appropriate user name and password. In
order for a user to login to the system, he must provide his credentials in the login section of the
main page.

Lagin Menu
Login l

Usermame:

Password:

Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error message will be
displayed.

GHANEPS

EmuDa b Homepage About User Guides Help Contact Us

A An error has occumred
« Unsuccessful login, you have a maximum of 10 fries

Login

Usemame:
1

Password:

Login

Figure 8: Wrong credentials

If the user provides an incorrect password for a username more than 9 times, the user account
will automatically get de-activated. In this case, the user should contact the system administrator
to re-activate the account.

2.5 Login to the System for the First Time

The following steps are available, when the user logs in to access the GHANEPS services for the
first time.

As a first step, the user will have to provide the transaction number (which is received by email
after his successful registration on the system).
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You have successfully completed the Registration process on GHANEPS.
A document confirming your registration details is attached.

Please ensure that you also keep & separate note of your GHANEPS password.

Once your Registration has been approved, you will receive another email telling you that the Registration Process
has been successfully completed.

When you receive that email, please log in to GHANEPS from the link below to verify your account.
You will reguire the username and transaction number shown below, along with your password.
o " .
Your username is: cesill_&
Your registration transaction number is: &

You can directly access the confirmation page by following this link:

Instructions for using GHAMEPS can be found by clicking on the ‘User Guides' link at the top of the homepage.
Please ensure you read these instructions before downloading any tender documentation or submitting = bid.

If you require further assistance at any stage, click on the 'Contact Us® link at the top of the homepage.

DO MOT DELETE THIS

T P e S e T

TMPORTANT: All actions within GHANEPS will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the GHAMEPS manager. This message contains confidential information and is intended
only for the individual named. I you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

Figure 9: Confirmation email received during registration.

After providing his user credentials the user is requested to provide the transaction number
received during the registration.

Log In = Transaction Number
Loggedin as:
o e e B w—

An error has occurred:
e (R T

= Your application is cumently being processed. You will receive an email informing you when your application has been
eCatalogues approved.
e-Contracts SIEE
Log Out

Ildentification Number

Information

Please, enter the transaction number you
Annual Procurement Plan received by e-mail

Current Tenders Resend Confirmation

Awarded Contracts

Riddinn Arvarticamante

Figure 10: The transaction number

If the user has misplaced the e-mail with the transaction number, it can be resent to the registered

Resend Confirmation
e-mail address by clicking on the : ¥ button.

Finally, the user is prompted to read and accept the following System User Agreement.
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Accept Agreement

Please read below User Agreement ("license”) carefully before using the system.
By using the system, you are agreeing to be bound by the terms of this license.

If you do not agree to the terms of this license, do not use the software. If you do not agree to the terms of the license, please
decline the agreement.

Ghana eGP Terms and Conditions

Figure 11: Confirmation of the user agreement

2.6 Logout from the System
The user can exit the GHANEPS services by selecting the “Logout” functionality.

Log In

Loggedin as:
[El B H @ N §EEam

Lastlogin on :

Edit Profile
Homepage
e-Catalogues

e-Contracts

Log Out

Figure 12: Logout functionality
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2.7 Password Recovery

The user can recover his password from the “Forgot your password” functionality (Figure 5)
available from the home page.

Forgot your password?

Insert your username and instructions will be sent to your email provided to the system.

*Username:

*Fields with asterisk are mandatory

Figure 13: Password recovery/change

If the provided details are valid, the system sends an email to the associated address, containing a
transaction number and a unique generated access link.

GHANEPS Platform - Password Reset Instructions
New password for user: s with full name "esis asid Admin.
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:
Hw'd . prepareResetPassword.do?

p— L i kil B AL . Ll LT Ny

Your registration transaction number is: W W&

If you require further assistance, refer to the User Guides link or click on the Contact Us link at the top of the
homepage

B s  E t

IMPORTANT: All actions within GHANEPS will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the GHANEPS manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

B e s

Figure 14: Email containing a registration transaction and unique access link

In order to reset the password, the user accesses the displayed link. To trigger the password reset
functionality, the system requires the user to provide:

e Username

e New password

e Password confirmation

e Transaction number

e Secret question response
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Reset password

* Password: Password Rules

* Re-enter Password: 0

*Please, enter the transaction number you Resend Confirmation

received by e-mail:
* Secret Question:

* Secret Answer;

*Fields with asterisk are mandatory

Figure 15: Resetting the password

2.8 Maintenance of User’s Profile

After successful authentication the user can edit their profile by selecting the “Edit Profile”
functionality (accessible in the left column menu). The user can update the information fields
and then select the button “Save” to store the performed modifications. In case any of the
mandatory information is missing the system will prompt the user with an error message.

= Edit Account

Log In
Logged in as:
Eaifl i el
- e Username:
Lastlogin an * Account Role:
2110942018 - 15:15:37
* First Name: Yo W
* Last Name: AF
Password: Password Rules

Homepage

Re-enter Password:
e-Catalogues

*Email: [ o rr e =
BEITIEEE Street Address il m
Log Out * Gender. Pl >
* Dale of Birth: . -
Tender Management " SEIT S e
List of my Tenders Phone Humber: ——
Mabile Phone Number: ol
Fax = ==
Supplier )
P e R User designation/Position: manager
Receive logon notifications:
Supplier Management
Receive SMS nofifications
3 L ET RO * Secret Question: [S S S
Auditing Reports *Secret Answer:
Status Active
Information
Annual Procurement Plan
Current Tenders * Fields with asterisk are mandatary

Figure 16: Edit User’s Profile
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The password should follow a specific configuration. To view the password rules the user should
click on the link “Password Rules” (Figure 17). The password configuration rules consist of:

Letters (upper case/lower case) allowed to be used
Numbers allowed to be used

Characters allowed to be used

Allowed login failures

Password lifetime

Password length (min/max)

Password history
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Upper case letters [~ Select All Lower case letters [~ Select Al

K E =
I

= - ®x - - I @ Mmoo @ >
LU B < A Y I T T |
.D'DD:E_;\"__J'ID_"KDD.
LU O < < T T T |
&

=l =B cE B e E
U % Y T % |
‘-{XS{E""U’_‘
B % T - |

=l
™
=

Numbers [~ Select All

U I B |

@ = @m ot o WM
LI I

=

=
n
(3
©
[x}
=

Other characters

=
&7

@ 4

# =

$ =

| =

Allowed login failures 10 j
Password lifetime (in months) Never j
Password Min length [ j
Password Max length 20 j
Password history Activate ¢ Deactivate &

Password strength weak j

Figure 17: Password Configuration Rules
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In case the password does not follow the password configuration the following message appears.

ﬁ An error has occurred:

= Password can not be les

2.9 XLS File Format Support

All XLS files uploaded to the GHANEPS system must abide to the Microsoft Office Excel 2003
format.

All XLS files must abide to the Microsoft Office Excel 2003 format.

® Users that have later versions should save their files in 2003 format (Save as type and
select the option “Excel 97-2003 Workbook”).

2.10 Registration of Supplier
All Suppliers are able to self-register to use the GHANEPS system.

2.10.1 Online Supplier Registration

In order for a Supplier to register in the system, the user should select the option “Register as
Supplier” from the “Login Panel” of the main page (Figure 18).

Log In
Login

Forgot your password?

Register as a Supplier

Figure 18: Register as Supplier

In the first phase of the registration procedure the user registers his organisation by providing the
following information (Figure 19):
e Company Registration Number

Retrieve Company Data from RGD
The user can then click on to retrieve company

information registered with the corresponding authority in Ghana (RGD). This ensures that the
GHANEPS system contains the same data as that provided during registration of the business.

If the organisation is not found on the RGD system, which is expected for foreign suppliers that
have not registered with the relevant authorities in Ghana, the user can proceed with the
registration process manually by providing the following information:

e Country of Registration
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e Tax Identification Number
e Organisation Name
e Category

e Street Address

e Postal Address

e Country

e City

e ZIP Code

e Phone Number

e Foreign Input

e Type of Business

e Captcha code

Log In = Register Supplier
LogIn
FEDESRIT e Step 1: Organisation Details

Register as a Supplier
*Country of Registration Egypt “

eve Company Data from RGD |

“Company Registration Number:
Information

Annual Procurement Plan

*Tax ldentification Number:

Current Tenders *Organisation Name :
*Cat _ N
Awarded Contracts ZELy Select Category:
VAT number:

Bidding Advertisements
Company Shareholding Structure:

Opened Bid Details

*Sireet Address:
Public Motice *Postal Address:
Supplier Training Videos Region: -Select Region- ~
District: - istrict- ~
User Guides Select District:
*City:
Statistics
“Zip Code:
Calendar “Country: Ghana >

*Phone Number:
Fax

Company Email:

Website
*Foreign Input: -Select Foreign Input- 2
Attachment Field: Browse... | No file selected.
Type of Activity: Goods
Works

Consulting Services
Technical Services

“Type of Business -Select Type of Business- el

Number of full time employees:

*Please type the code shown below:
Refresh Code

ca02tz

Validate & Continue

Figure 19: Registration of organisation

In order to proceed to the next phase, the user should have also typed, in the provided text field,
the visual CAPTCHA code displayed by the system on the screen. Selecting the “Refresh” button
updates the code (Figure 19). Finally, the user should select the button “Validate & Continue” to
continue the registration process.
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The next step is the definition of the Director details of the organisation (Figure 21). The user add

up to 10 directors by the use of the | button. The button "~ is used to delete an already
existing director. At least 1 Director must be added during the registration process.

Log In = Register Director Details
LogIn
Forgot your password? Step 2: Director Details

Register as a Supplier

Director{1)
*Name:
Information *Position:
Annual Procurement Plan E-Mail Address:
Telephone
Current Tenders
Director{2)
Awarded Contracts *Name
Bidding Advertisements *Position:

Opened Bid Details E-Mail Address:

Telephone S
Public Notice
Supplier Training Videos m
User Guides
Statistics
Calendar

Figure 20: Registration of UNSPSC codes

The next step (optional) is the association of UNSPSC codes of interest with the organisation

(Figure 21). The user can associate UNSPSC codes by the use of the button. The button =% is
used to delete a selected UNSPSC code. At least 1 UNSPSC code must be linked during the
registration process.

Log In Register UNSPSC Codes

Login

Forgot your password? i The United Nations Standard Products and Services Code (UNSPSC), managed by GS1 US for the UN Development

Programme (UNDPY), is an open, global, multi-sector standard for efficient, accurate classification of products and semnices
Encompassing a five level hierarchical classification codeset UNSPSC enables expenditure analysis at grouping levels
relevant to your needs. You can drill down or up to the codeset to see more or less detail as is necessary for business
analysis. The UNSPSC codes of interest are opfional for the registration of a Supplier. When an open public procurement
Information competition is published, the system will automatically notify via email all Suppliers whose UNSPSC codes of interest match
the UNSPSC codes of the competition itself.

Register as a Supplier

Annual Procurement Plan

Current Tenders

Awarded Contracts

Step 3: Register UNSPSC Codes

Bidding Advertisements

Opened Bid Detalls Line of Business: [

Public Motice

Supplier Training Videos -
e | Goct|

User Guides

Statistics

Calendar

Figure 21: Registration of UNSPSC codes
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After clicking on the button, the user is presented with a pop-up window to select UNSPSC
codes (Figure 22). Up to 5 codes can be selected to be linked to the supplier profile.

Main Panel UNSPSC

N
10000000 Live Plant and Animal Material and Accessories and Supplies

Search for a code

Search *

ISO&WEI’E I 13000000 Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials

Search + 14000000 Paper Materials and Products

15000000 Fuels and Fuel Additives and Lubricants and Anti corrosive Materials

[+

11000000 Mineral and Textile and Inedible Plant and Animal Materials

[+

12000000 Chemicals including Bio Chemicalz and Gas Materials

=

Search Results

43230000-Software

[+

[+

20000000 Mining and Wel Driling Machinery and Accessories

43231500-Business function specific software

43231600-Finance accounting and enterprise resource ple
43232000-Computer game or entertainment software
43232100-Content authoring and editing software

[+

21000000 Farming and Fishing and Forestry and Wildlife Machinery and Accessories

[+

22000000 Buiding and Construction Machinery and Accessories

43232200-Content management software al
I I g I _I 23000000 Industrial Manufacturing and Processing Machinery and Accessories
ADDTOUST [l SYNCHRONISELST |- F
Show the item 24000000 Material Handling and Conditioning and Storage Machinery and their Accessories and Supplies
in the Tree
25000000 Commercial and Miltary and Private Vehicles and their Accessories and Components

[+

Add results to Selected ltems 26000000 Power Generation and Distribution Machinery and Accessories

|

Selected tems A

43230000-Software =]
:143231500-Business function specific software Browse codes using the Tree. W
Double-click an item to add it to

Selected Items

=
P %J ! ‘,_ Add the Selected ltems and close the window
Figure 22: UNSPSC code selection

In order to continue, the user should select the “Next” button. The “Back” button returns the user
to the previous phase (Figure 19).

In the final step the user registers the administrator of the Supplier (Supplier Admin). The
following details are mandatory (Figure 23):

e  First Name

e Last Name

e Username

e Password

e Email
e Country
e Gender

e Date of Birth
e Secret Question
e Secret Answer

Furthermore, the following details are optional (Figure 23):
e Street Address
o City
e Phone Number
e  Mobile Phone Number
e Fax
e User designation/Position
e Receive logon notifications
e Receive SMS notifications
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Log In = Register Administrator
Login

Forgot your password?

Register as a Supplier Step 4: Register Supplier Admin
*First Name
Information *Last Name
Annual Procurement Plan *Usemname:
*Password ) Password Rules

Current Tenders
*Re-enter Password:
Awarded Confracts

*Email:

Bidding Advertisements Street Address:

Opened Bid Details *Country: Ghana »
* )

Public Motice Gender. -Select Gender- v
*Date of Birth:

Supplier Training Videos
Phone Number:

JEETERES Mobile Phone Mumber:
Statistics Fax.

Calendar User designation/Position:

Receive logon notifications: O

Receive SMS notifications: (]

* Secret Question: Select “

*Secret Answer:

Figure 23: Registration of Supplier admin

In order to finalise the registration process the user selects the “Finish” button. A message
confirming the successful registration of the Supplier will be displayed.

J Supplier registration wa

Figure 24: Confirmation of successful registration of the Supplier

The system will send an email to the user containing details of how to access the system. Section
2.5 contains instructions on how to access the system for the first time.

The registration of a Supplier needs to be validated by the System Administrator. Until then, the
following message appears when the Supplier accesses the system:

\j; Your application is currently being processed. You will receive an email informing you when your application has been

approved.

Figure 25: Pending validation by the System Administration

However, before the System Administrator can validate the supplier registration, the registration
fee needs to be paid by the supplier. After logging in for the first time, the user must view the
supplier profile as per section 2.11.1 and must complete the payment of the required fee as per
section 2.10.2.
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If the warning message continues to occur after the registration fee has been paid, please contact
the System Administrator, in order to activate the organisation account.

2.10.2 Payment of Fees

The GHANEPS system supports online and offline payments through the Ghana e-payment
portal. When the supplier registration fee (or annual registration renewal fee) is due for payment,
the user will be presented with a warning as well as the banking details that can be used for an
Internet transfer.

View Organisation

i Your organization has not made the corresponding payments.

Registration Payment

Payment Kind: =
Timestamp:
Beneficiary name:

Payment Amount (GHS):

Proceed to Payment |

Figure 26: Supplier registration fee

After clicking on the “Proceed to Payment” button to initiate the process, the user is transferred
to the Government's payment portal where the payment is already placed within his/her cart.
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@ Shopping Cart - Morills Firefox — | X ~

5 _ -

e-PaymentS Search entire store here... Shopping Cart

b Y 1 item added
Payment Portal of the Government of Ghana

Wy Account | My Cart (1 tem} | Checkout| Log Out

The Portal

5| Category Services | MDA Stakeholders: Payment Processing Partners Help | FAQ News Terms
SHOPPING CART

PRODUGT NAME UNIT PRICE ary SUBTOTAL

Edit 1 i

Subtotal:

Continue Shopping Update Shopping Cart Clear Shopping Cart

Estimate Shipping and Tax

Sublotal
Enter your destination to get a shipping estimate. Government Handling Fee
Country * Grand Total Excl.
Ghana - Tax
City Grand Total Incl.

Tax

Zip/Postal Code

Proceed To Checkout v

Information

Figure 27: Ghana e-payment portal page

After clicking “Proceed to Checkout” button the user verifies or modifies his/her address details
and click on the "Continue" button.

@ Checkout - Mezilla Firefox - o X ~
@ -~ - Q| =
y ~
* Shopping Cart
e-Payments Soammontio srore. | Oy] W e
em added
Payment Portal of the Government of Ghana
My Account | My Cart (1 fem) | Checkout | Log Out
The Portal Services | Category ‘Services | MDA Stakeholders Payment Processing Partners Help |FAQ News Terms
YOUR CHECKOUT PROGRESS CHECKOUT
Billing Address Hll Biling Information
Select a billing address from your address book or enter a new address.
Shipping Address
Shipping Options @ Ship to this address
O ship to different address
Payment Method
Required Fields
2 Shipping Information
3 Shipping Options
4 Payment Information
S Order Review
Site Map | Advanced Search | Contact Us ©2014 e-Payment Portal of the Government of Ghana. Al Rights Reserved
v
Information
v

Figure 28: Checkout page
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@ Checkout - Mezilla Firefox

‘w

The Portal

YOUR CHECKOUT PROGRESS CHECKOUT

Billing Address |

Shipping Options

FRODUCT NAME PRICE ary SUBTOTAL
Shipping Address | Change 1
Select Shipping: MDA Local Office Pickup - GHC0.00 | Subtotal:

Payment Method

e-Payments p— U - Iy

1 ttem added
Payment Portal of the Government of Ghana
My Account | My Cart (1 tem} | Checkout | Log Out

s | Category Services | MDA Stakeholders Payment Processing Partners Help | FAQ News Terms

Change Information

Shipping Information

Shipping Options:

4 Payment Information

5 Order Review

Information

Figure 29: Shipping options tab

The user chooses from any of the supported methods of payment that you would like to use.
The available methods are the following:
e MasterCard
e Airtel Money
e Barclays Banktransfer
e  Access Banktransfer
e MTN Mobile Money

e Tigo

e Airtel Mobile Money

e MasterCardVisa Card GTBank
e Bank Transfer — Ecobank

e Bank Transfer - Zenith Bank
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@ Checkout - Mezilla Firefox

®

A Y

si ' e-Payments F——

Payment Portal of the Government of Ghana

The Portal s | Category Services | MDA Stakeholders Payment Processing Partners Help | FAQ News

YOUR CHECKOUT PROGRESS CHECKOUT
Billing Address | Change e
Shipping Information

Shipping Options:

I Payment information

(O eTranzact (Mobile Banking, Prepaid and other local bank cards)
Shipping Address | Change ® Mastercara
(O Airtel Money
() Barclays Banktransfer
(O Access Banktransfer
() MTH Mobile Money
Shipping Options | Change O Tige

Total GHE0.00 (O Airtel Mobile Money

Hayses Mkl O MasterCardiVisa Card GTBank

() Bank Transfer - Ecobank

(O Bank Transfer - Zenith Bank

Shopping Cart
1 ttem added

Wy Account | My Cart (1 tem) | Checkout| Log Out

Terms

-

Information

Figure 30: Payment information tab

The user ensures that he/she have reviewed and accepted the E-Payment Terms of Use before
clicking on the "Place Order" button to finalise his/her payment. The user is re-directed to the

payment provider site to complete the payment.

@ Checkout - Mozilla Firefox

PRODUCT NAME PRICE ary
Shipping Address | Change

1
Shipping Options | Change
Direct Pickup from MDA - MDA Local Office Fickup (GHT0.00) Sublotal
Total GHCO.00
Subtotal
Payment Method | Change

GOVERNMENT HANDLING FEE

Shipping & Handling (Total)

Online Payment Terms and Conditions & Privacy Statement

By accessing or using the Government of Ghana E-Payment Online Payment website, you agree to be bound by all of the terms and
conditions. contained herein. The Government may modify this document at any time, and you agree that such modifications. will be
effective immediately upon posting of the modified document. You agree that by using our webstte after any such modifications, you
wil be deemed to have reviewed, agreed to and accepted the modified document

When you follow a link to any other web site, even the site of another governmental agency, you are subject fo the terms and

Please confirm the E-Payment Terms of Use

Grand Total Excl. Tax &
Grand Total Incl. Tax &

~
H Order Review

SUBTOTAL

.0

. 02

- o X

-

Information

Figure 31: Order review tab

2.11 Supplier Management

The Users with a role of Supplier Organisation Administrator can perform the following activities

for the management of their organisation:
e Edit organisation details
e View the users registered within the Supplier organisation
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e Edit the UNSPSC codes registered for the Supplier
e Add new users to the Supplier organisation
e Edit user’s details

This management functionality is provided through the “Supplier Management” option of the
“Supplier Administration” menu.

Supplier
Administration

Supplier Management
ser Management

Auditing Reports
Figure 32: Supplier menu
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Edit Organisation | Edit UNSPSC Codes

Organisation Name : el
Category: == =
Company Registration Number: A s §
Tax Identification Number: PR
VAT number: =
Company Shareholding Structure: —

Approval Date: = |
Approved By: Eolell B F
Street Address: [
Postal Address: "
Reagion: -
District: n [ "]
Fax

Website:

Zip Code: ]

City .

Country: ma
Phone Number: ' B8 |

Company Email:

Country of Registration: (& 8]

Foreign Input R

Type of Activity: |

Type of Business: " nm ' m

Number of full time employees:

Registration Payment Status: E = R
Sms Payment Status: = =
Status: B

Figure 33: Supplier Management functionality

2.11.1 Edit Organisation Details

Selecting the option “Edit Organisation” allows the user to edit the organisation’s details.
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Edit Organisation Profile

Edit Organ

*Country of Registration:

Retrieve Company Data from RGD

*Tax |dentification Number:

*Company Registration Mumber: [ g |
*Category: | T g
VAT number: “Bm B

Company Shareholding Structure: -

*Street Address: |

*Postal Address: |
Region: | =
District: [—-Idﬂ .

*City: |
*Country:

|
|
*Organisation Name : ' |
|
|

Phone Mumber:

Postal Code:

Fax:

Website:

*Foreign Input:

Status (BRELA):

Compliance Status (TRA):

Compliance Status (NAPSA):

Attachment Field:

No file selected.

Type of Activity:
Works
Technical Services
Consulting Services

*Type of Business: |i' - -

Mumber of full time employees: | |

|
|
|
|
Company Email: |
|
|
|
|

Figure 34: Editing Supplier details

Selecting the button “Save” will store the performed modifications, while the “Reset” button will
reset the performed modifications.
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J The organisation was updated successfully.

Figure 35: Organisation details were successfully updated

2.11.2 View the Users Belonging to the Supplier

Selecting the option “View Users” displays all the users registered within the selected Supplier
organisation.

View Users

# First Name ¥ Last Name + Organisational Role + Country + Status + Actions

1 LR Supplier Admin n Active Edit Account
Displaying the 1 match. Page 1 of1

Add User

Figure 36: Display of users belonging to the Supplier.

In the above screen, the first name, last name and the role of each user are displayed.
Furthermore, the current status of the each user account is also displayed.

The following user roles are supported:
e Supplier Administrator (Supplier Admin). Users with this type of role are authorised to
manage the users and update the details of their organisation.

e Supplier users (Supplier Users). Users with this type of role are not authorised to
manage the details and the users of their organisation.

2.11.3 Add New User to the Supplier Organisation

In order to insert new users into the organisation, the user needs to select the option “Add user”.
The mandatory information below must be provided.
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Add User

COrganisation:

Account Role: w

* First Name:

* Last Name:

*Username:

* Password: Password Rulas
* Re-enter Password:

*Email:

* Country: u w
Street Address:

* Gender: -Select Gender- v

* Date of Birth:
Phone Mumber:

Mobile Phone:

Fax

User designation/Position:

Receive logon notifications: O
Receive SM3 notifications: |
* Secret Question: Select bt

*Secret Answer:

Figure 37: Insert a new user in the organisation

Initially, the account of the new user will be Inactive. The system will send an email to the new
user confirming the successful registration. The email will contain the relevant transaction
number. In order to activate his account the user must provide this number during his first login.
Thereafter, the status of the account will be set to active.

2.11.4 Edit User’s Details

The user can select the option “Edit Account” to edit the details of a specific user. The system will
display all user details allowing their modification (Figure 36).
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Edit Account

Username:

* Account Raole:

* First Mame: -
* Last Name: n mm
Password: Password Rules

Re-enter Password:

*Email: "l F e ]

Street Address: -5

* Gender: o e

* Date of Birth: , 1
* Country: w
Phone Number: . L]

Mobile Phone Number: Iy

Fax LI e B |

User designation/Position: = e .

Receive logon notifications:
Receive SMS notifications:
* Secret Question: - 1. | ~
*Secret Answer: =

Status: Active

* Fields with asterisk are mandatory

Figure 38: Editing user details

Selecting the button “Save” will update the user’s details (Figure 38).

2.11.5 Login Notifications

A user can choose to be notified by e-mail whenever their credentials are used to login to the
GHANEPS system. This is accomplished on the Edit Profile page by selecting the checkbox to
enable login notifications.
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Edit Account

Username:

* Account Role:

* First Name: -
*Last Mame: n mm
Password: Password Rules

Re-enter Password:

*Email: B g e 1 N =",
Street Address: " |

* Gender: Faim ~
* Date of Birth: Emrem

* Country: u = b
Phone Number: AF -

Mobile Phone Number: om= Sl ll | ]

Fax LB e B

User designation/Position: - .

Receive logon notifications: |

Receive SMS notifications:

* Secret Question: " s ™ - i 4
*Secret Answer: =

Status: Active

Cancel

* Fields with asterisk are mandatory

Figure 39: Login notifications

If the login notifications are enabled/disabled by an administrative user and not by the

individual user, the user receives an e-mail notification that their profile has been modified.
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Your account on GHAMNEPS has been modified by the administrator to enable/disable logon notifications.

You can view your profile by clicking on the link below:

If you require further assistance, click on the “Contact Us” link at the top of the homepage.

S LT T I T PP P P P e P e

IMPORTANT: All actions within GHANEPS will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the GHANEPS manager. This message contains confidential information and is intended
only for the indiwidual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.
T T S e EE T

Figure 40: Login notifications administrator action confirmation e-mail

When login notifications are activated, each time the user’s credentials are used to login to
GHANEPS, an e-mail notification is sent to the registered e-mail address of the user.

Your username and password have been used to logon to the GHAMNEPS system on . If
you did not perform this action, you
should reset your password using the link below as soon as possible and notify your system administrator of the
unauthorised logon:

o = n forgotPassword.do

If you don’t know who your system administrator is or if you require further assistance, click on the “Contact Us”
link at the top of the homepage.

We have sent this notification because you have subscribed to receive notifications whenever a logon is processed
for your account.

If you wish to disable future notifications, you can modify your profile by clicking on the link below:
https://ghana-test.eurodyn.com/epps/prepareEditAccount.do?id=1812.

SR R R RROR H R R R R R SRR R R O R R AR R R R O HOK R KR OR K SR K R K R R R K K

TMPORTANT: All actions within GHANEPS will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the GHAMEPS manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.
T S e T

Figure 41: Login notification e-mail

2.11.6 SMS Notifications

A user can choose to be notified by SMS whenever some pre-defined actions are performed to the
GHANEPS system. This is accomplished on the Edit Profile page by selecting the checkbox to
enable SMS notifications.
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Edit Account

Username:

* Account Role:

* First Name:

*Last Mame:
Password:

Re-enter Password:
*Email:

Street Address:

* Gender:

* Date of Birth:

* Country:

Phone Number:
Mobile Phone Number:
Fax

User designation/Position:

Receive logon notifications:

- e
LB B
Password Rules

_I I E | | | ] I n | | |
" |

B - e

-

- ] A

¥ | - | |

Receive SMS nofifications:

* Secret Question:

*Secret Answer:

Status:

* Fields with asterisk are mandatory

Figure 42: SMS notifications

Cancel

2.11.7 Edit UNSPSC Codes

In order to edit the UNSPSC codes associated with the Supplier the user selects the “Edit
UNSPSC Codes” option in Supplier Organisation management page (Figure 33). The system
displays the UNSPSC codes which are currently associated with the Supplier (if any).

Edit UNSPSC Codes

Edit UNSPSC Codes

UNSPSC Codes of Interest:

Figure 43: Edit UNSPSC codes
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The user can add new UNSPSC codes by the use of the button. The = button is used to
delete a selected UNSPSC code.

After modifying the associated UNSPSC codes (Figure 43), the user can select the “Finish” button
to store the changes.

2.12 Searching Functionality

The GHANEPS system provides both Simple and Advanced search mechanisms. Both
functionalities allow searching for Tenders, Organisations and Annual Procurement Plan entries.

2.12.1 Simple Search

The simple search functionality covers searching for available Tenders, registered Organisations
and published Annual Procurement Plan entries.

Simple search queries are performed by:
e Selecting the type of searching (Tenders, Organisations or Plan) from the selection list.
e Providing the full name of the required record or part of it using the “*” wildcard.
e Selecting the button “Search”.

The results, if any, are then presented in a tabular form.
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Simple search

Search Results
# Tender No + PE % Info Bids Submission Procedure 5 Status 3
Deadline S

1 @ Mational Competitive Evaluation
Tendering

2 L @ Selection Under Fixed Evaluation
Budget with EQI

3 | @ Mational Competitive Evaluation
Tendering

4 n @ H Mational Competitive Awarded
Tendering

5 ot @ MNational Restricted Evaluation
Tendering

6 n | @ Least Cost Selection with Suspended
EQI

7 @ Selection Under  Fixed Evaluation
Budget with RFP

8 | @ Single Source Tendering Evaluation

n

g9 @ International Restricted Evaluation
Tendering

10 L] @ Sale by Public Tender Awarded

38 results in total. Displaying: 1-10 Page1of4 - u

Results perpage:| g |~ | Gotopage:| ; |«
Figure 44: Simple search for tender

2.12.2 Advanced Search

The advanced search functionality enables searching for Tenders, Organisations and Annual
Procurement Plan entries. In order to perform an advanced search query, the user should:

e Select the type of the search by using the appropriate button

e Provide information in one or more fields (use of * wildcard is also enabled).

e Select the button “Search”

For further information on each criterion select the respective info icon @ .

The results, if any, will be presented in a tabular form.

26,/09/2018 D10 End-user Supplier Manual v1.0(1) Page 41 of 96



The Government of the Republic of Ghana - Development of e-Government Procurement (e-
GP) System in Ghana
D10 End-user Supplier Manual

AMICS

Advanced Search

Search For: @Tender @] Crganisation O.AnnuaIF'rocurementF'Ian

Title (7]

Tender Unique 1D (7]

Mame of Procuring Entity (7]

Tender Status @  -Select Workspace Status- R
Procurement Type @  -select Procurement Type- i
Procedure ) | -Select Procedure- g
Bid submission deadline date 0 From: Tao:
Description @

Maximum characters: 2000.

UNSPSC Codes o (]
Procurement Estimate Amount 0 Min: Max:
Bid Opening Date @ From:

Figure 45: Advanced search for a tender

A Supplier user can only search for procuring entities when searching for Organisations and
cannot search for other Supplier organisations. Figure 46 provides an example of a search query
for Procuring Entities.

Advanced Search

Search For: ¢ Tender ¢ Organisation ¢~ Annual Procurement Plan

Organisation Name
Crganisation Abbreviation
City

Address

Figure 46: Advanced search for a Procuring Entity

Annual procurement plan entries can be filtered by any combination of the publication date, the
procurement type, the procurement method, the UNSPSC code or the procuring entity.
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Search for Annual Procurement Plan

Search For: O Tender O Crganisation ® Annual Procurement Plan

From Publication Date: hh: oo ~ | mm: oo w
To Publication Date: hh: 00 ~ | mm: oo w
From Submission Deadline/Opening Date: hh: 00 ~ | mm: oo w
To Submission Deadline/Opening Date: hh: oo ~ | mm: oo w
Procurement Type: -Select Procurement Type- >
Procurement Method: -Select Procurement Method- i

Source of Funds:

Procuring Entity :

Search m Cancel

Figure 47: Advanced search for an annual procurement plan entry

2.12.3 Latest Tender Search

In order to view the latest Tenders published within the service, the user can click on the
“Current Tenders”, as depicted in Figure 48. This will present automatically the list of the latest
Tenders that are available to the user (depending on his/her access rights).

Search: [Esf=l=lwi j _ Search Advanced Search  Current Tenders

Figure 48: Latest Tender search

2.13 Tender Workspace

2.13.1 View Tender Workspace

In order for the user to preview the details of the Tender he needs to select the option “View
Tender” from the Tender Menu (Figure 49).

Hide Menu

View Tender
Tender Documents
Clarifications

Bid Submission
Complaints

Specify Alerts
Automated Motifications

Figure 49: Tender Menu
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The system will display all details (Figure 50) of the particular Tender (e.g. Title, information
regarding associated deadlines, etc).

View Tender Details

B ———

Remaining time (days/hours) to deadline: "

Mame of Procuring Entity:

APP Reference Mumber: [

Tender Unique ID: =

Title: " nm nm
Status: Bid Submission

Description: " ]

Requisition Mumber:

Procurement Type: Technical Services

Procurement Method: Mational Restricted Two-stage Tendering
Includes eCatalogue: Yes

Commencement Type: Invitation to Suppliers

Procurement Technigue: Two - Stage Tendering

Mumber of Stages: 2

Evaluation Mechanism: Lowest Evaluated Responsive Tenderer (LERT)
Margin of Preference: L

Framewaork Agreement Establishment;

Postqualification:

UMSPSC Codes: 5 ] )
n mn

Tender Participation Fees: " o 5

Bid Security Type: B B

Contract Awarded in Lots:

Bid submission deadline date: 1
End of Clarification Period: 1
Bid Opening Date: 1
Date of Publication/invitation: 1

Figure 50: View Tender workspace

2.13.2 View Tender Documents

In order for the user to preview and download all documents associated with the particular
Tender (i.e. publication notices being published for this tender), he needs to select the option
“Tender Documents” from the Tender Menu (Figure 49).

The system displays all contract documents which are associated with the Tender. The “Contract
Documents” tab (Figure 51) contains a list of all documentation created by the procuring entity
that relates to the specific Tender. The user may download all files in a compressed file by
clicking the “Download Zip File” button.
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Tender Document List

Notices § Tender Documents § Invitations

AddendumID = Title + File -
NIA .doc

NIA S - . .doc

1 .docx

MR Tender Structure XML - Cycle 2 cdt B 2 xmi

NIA Tender Structure XML - Cycle 1 cat | .xml

Sresults intotal.  Displaying: 1-5 Page 1 of1

Download all documents e | Bl B b0

Figure 51: Contract documents

From the “Invitations” tab, the user may view the details of the invitation dispatched by the
buying organisation.

Notice and Tender documents

w Tender o =

Invitations:

Motices § Tender Documents J Invitations

[=) 1.Invitation to tender for: Construction of new office network

Invitation Subject: Invitation to tender for: (R Ry T
Invitation body: nm
Attachment:

Bid submission deadline date

Date: -

Time: u
Deadline for requests for clarification

To: C n

Figure 52: Invitation
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2.13.3 Clarifications

In order to create a clarification request and to preview a clarification response, the user needs to
select the option “Clarifications” from the “Tender Menu” (Figure 53). This option is available in
the "Tender Menu”, during the clarification period.

Wiew Tender
Tender Documents
Clarifications

Bid Submission
Specify Alerts

Automated Motifications

Figure 53: Tender Menu, option “Clarifications”

2.13.3.1 Create a Clarification Request

In order to create a clarification request, the user selects the “Requests for Clarification” tab from
the main Clarifications page (Figure 54).

Clarifications

Clarifications e sts for Clarification

* Title:

*Language: Enaglish j

* Description for the Request

(Maximum characters: 50000)

Attachment for the Request: Browse... | No file selected.

Send Request Cancel

* Fields marked with an asterisk are mandatory.

Figure 54: Tender Clarifications

The user completes the request for clarification by providing the following information:
o Title
e Language
e Description for the request
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e A file attachment for the request (optional and applies only if this has been allowed by
the Buying organisation)

Selecting the button “Send Request” sends the request to the tender coordinator.

2.13.3.2 View a Clarification Response

The user can view a clarification response only after it is published by the Procurement Officer. A
list of all clarification responses is displayed in the “Clarifications” tab of the main Clarifications
page.

In order to preview the content of the response, the user selects the displayed title. Then, the
system expands the details of the response (Figure 55):

e Description for the request

e Procurement Officer’s clarification response

e  Attachment (if exists)

Clarifications

VTe[mr_I—_—_

Clarifications I Requests for Clarification

[=) 1.test

Description for the Request

Attachment for the Reguest

Clarification

|' i I-,-, Response

Attachment for the Request

Download All Clarifications

Figure 55: Response to a clarification request

Selecting the button “Download All Clarifications” enables the user to download an archive file
with the details of all clarification requests submitted and their associated responses.

2.13.4 Evaluation Clarifications

Evaluation clarifications are requests submitted by the Procuring Entity in the context of a
specific Tender during the evaluation phase. To preview any evaluation clarification request the
user needs to select the “Clarifications” option found under the Tender menu (Figure 53). By
selecting the “Evaluation Clarifications” tab, a list of all the evaluation clarifications is displayed
(Figure 56).
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Clarifications

Clarifications I Evaluation Clarifications

Select Clarification = Title of Request * Question % Description % Date and Time = =
D Attachment Status

O NIA o

1results intotal.  Displaying: 1-1 Page 1 of1

View Clarification Answer Clarification Request

*The clarification was received offline.

[® Answered) H] Unanswered

Figure 56: List of evaluation clarification requests
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”

The user can answer to the clarification request by selecting “Answer Clarification Request”.
The user completes the clarification by providing his response in the “Clarifications” text area.

Clarifications

v Tender e S S e & - - — Show Menu

Evaluation Clarifications

Edit’/Answer Request for Clarification
Requestor Mame:
Title:

* Description of the Clarification:

(Maximum characters: 50000)
*Attachment for the Cluestion:

* Clarifications:

1980 remaining characters

*Attachment for the Clarification:

“If you attach a new file the previous will be overwritten

Figure 57: Evaluation clarification response

2.14 Creation of a Bid

The bid is created by the Supplier following a sequence of steps described below that enable the
user to prepare, encrypt and securely upload the bid to the GHANEPS system. A Supplier may
submit a bid via online means, or send it offline to the Procuring Entity. The latter approach,
however, is highly discouraged if the benefits of the GHANEPS system are to be fully exploited.

2.14.1 Participation Fee

If the procuring entity has configured a bid participation fee in the tender structure, the supplier
is able to download all the tender documentation to conduct an assessment of the tender
requirements at no cost. However, before being able to submit a bid the required bid fee must be
paid. The payment process is identical to that followed for supplier registration (see section
2.10.2).

2.14.2 Prepare Online Bid

Once a Contract Notice is published by a procuring entity regarding a specific Tender, the
supplier user that intends to submit a bid may proceed to create a valid bid for the GHANEPS
system in two manners. Either create an online bid or create an offline one. This section describes
the process for creating an online bid, through the steps in the following paragraphs.
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2.14.2.1 Online Bid Preparation Tool
Click on the “Bid submission” option of the Tender Menu (Figure 58).

Wiew Tender
Tender Documents
Clarifications

Bid Submission

Specify Alerts

Automated Motifications

Figure 58: Bid submission option of Tender menu

The first time the bid submission section is accessed, after the user define the type of association,
then the user has to accept the Supplier Declaration and to confirm that their details are correct
by clicking on the “Accept & Confirm all of the above” button (Figure 59).

View Bids

1. Type of Association

(O 1. Associate all users of this Supplier with this Tender
® 2 Associate only myself with this Tender

(3. Pickusers from list to associate with this Tender
2. Accept Agreement for this Tender

View Supplier Declaration.doc

3. Confirm the validity of your user details

Name Last Name Username
Supplier 2 Admin sup2_a

Accept & Confirm all of the above

Figure 59: Supplier declaration acceptance

After paying the bid participation fee, if applicable, the user will see the bid preparation tool in
their browser (Figure 60). The browser downloads the bid preparation tool, which may require
the downloading of the Java Runtime Environment (or an update) depending on the end-user PC
configuration.
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View Bids

\i/ Tender submission is now open.
Please click on "Launch Tender Preparation” link for the Tender Preparation Tool to start and then complete all sections, saving
as draft quite often. After completing all sections, submit your tender. Your tender should then be listed in the list of submitted

tenders below.

| Launch Tender Preparation |

List of Submitted Bids
# Submitted MName DIP Dip TiP TiP Tender Status DIP Received
By Receipt  Submission Receipt  Submission Conformance Match on Time

ID Time ID Time Result

Remaove

€ Allitems submitted/Contents Verified | g Partially Pass
© Missing items/Unverified ContentlLate Submission

List of Draft Bids (created online)

Offline tender preparation and submission:

Prepare this response offline Manual upload of tender package

Figure 60: Online bid creation

2.14.2.2 Supplier Responses to Bid Questions

After selecting the appropriate “Envelope” tab to access its sections, sub-sections and criteria, a
screen similar to the following should be presented (Figure 61). The sections, sub-sections and
criteria will differ depending on the tender structure defined by the procuring entity.
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[ 0%
i Save | Pack and Submit tender
! E { Complete

Eligibility Criteria m Technical ] Financial ]

@ Bid Security Section Criterion III) Financial Status

& Company Background

Criterion I11.1) Wiasi i pree oo el sves—gs 0] fpe S g | poes

w Financial Status

@ * i
T R M Y
Sections and oo [t o i
sub-sections | i i ekl

Criterion I11.2) MEis Friesis jie L st tamn i

© # w

Criteria —_—

Attach file

ComEIeted Criteria: 0/2
Figure 61: Expanded “Envelope” section

In this example, the user should select one of the three options of the first criterion and may

optionally attach a file using the U button. The user must attach a file regarding the second
criterion. The “% Complete” indicator will be adjusted as the user proceeds with answering the
questions.

The user should proceed to complete all criteria included in the Eligibility, Technical and
Financial envelopes.

2.14.2.3 Save a Bid

Once the above is done or in order not to lose current work, the user should save the bid using
the “Save” or “Save As” options (Figure 62). The bid should be saved in a local directory of the
user’s PC, since at this stage the bid is not encrypted (i.e. only encrypted bids are uploaded onto
GHANEPS). In order to resume working on this response after the Tender Preparation Tool has
been closed, the user must connect to GHANEPS with the same computer and the same browser.
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| Access the
& | ! Tools menu to

Pack and Submit tender validate the bid 100% Complete

| Please pack and Sfm your tender
Eligibii vy Criteria Techfcal B Financial[EER]

Completion —
status

— €

.. .. .. |
B aave thisbid o Encryptand ©N 1) Bid Secufity Section
® company Background  submit the bid

Criterion 1.1} A

Turns green when all
questions in the
section have been

@ Financial Status

. ke i =
Access the File menu to @ 3 [ answered i
Save As or to open a
previously saved bid 30,000,000 | | m—

Criterion 1.2) Attachment

Q@ L

&tkach file

Completed Criteria: 2/2

Figure 62: Bid preparation tool options

Upon a successful saving action, the system will report “Tender saved successfully”. At this stage
the user may validate the bid, or at a future date “open” an already saved bid for further
processing.

2.14.2.4 Pack and Submit a Bid

Once the user has completed its bid to its totality, the user should click the option to “Pack and
Submit tender” (Figure 62). Through the above option, the bid will be encrypted and saved under
a new name post-fixed with the text “_TENDER”. This file cannot be unlocked and/or viewed by
anyone. It will be unlocked only when the Opening staff (PO/OS) authorise the unlocking of all
bids after the end of the bid submission period.
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View Bids

" Tt e e+ e = e

Launch Tender Preparation

List of Submitted Bids
# Submitted Name D/P Dip TiP TP Tender Status DIP Received
By Receipt Submission ReceiptID Submission Conformance Match on Time
D Time Time Result
1 o e O o

_TENDER.zZip

© All items submitted/Contents Verified | ﬁj Partially Pass
e Missing items/Un\verified Content/Late Submission

List of Draft Bids (created online)

Offline tender preparation and submission:

Prepare this response offline Manual upload of tender package

Figure 63: View submitted bids

2.14.2.5 Management of a Bid

Until the bid submission deadline is reached, a supplier has the right to remove an already
submitted bid by selecting the bid and clicking the “Remove” button (Figure 63). If a submitted
bid is removed, up until the bid submission deadline, the supplier retains the right to upload a
new bid, by following the steps described above.

Under no circumstances can the supplier download a submitted bid from the system and then
open it in order to see the files uploaded. As aforementioned, a submitted bid is an encrypted file
that the system is not authorised to decrypt until the bid submission deadline has passed and the
opening staff have instructed the system to proceed to unlocking.

2.14.3 Offline Bid Preparation Tool

In this context, an offline bid means an electronic bid prepared while not connected to the
Internet and does not mean a paper-based response to the tender. The preparation of an offline
bid follows a very similar process to the online one. Exactly the same tool and steps are required,
with the only difference being in the initial steps of section 2.14.2.1. In particular, after having
accessed the bids page, the user should not click on the “Launch Tender Preparation” link.
Instead, the user should download the Evaluation Criteria and the Preparation Tool by clicking
on “Prepare this response offline”. The user can disconnect from the Internet once the file has
been successfully downloaded.
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The downloaded file is a zip file (named TPTandC4TXML.zip by default) containing both the
Tender Preparation Tool (in a zip archive) as well as the tender questions in an XML file. The
initial zip file must be de-compressed into a local folder on the end-user PC. The Preparation Tool
is a zip file that the user should also de-compress into a local directory. After de-compression, the
tool should be started using the file named “TenderPreparationTool.exe”. Once the tool is started,
the user should click on the “open” option and open the XML file forming the Evaluation Criteria
of the Tender. All the rest of the steps for bid preparation are identical to the online part.

Once all questions have been answered and the bid has been saved, the bid should be encrypted
using the “Pack” button (Figure 64).

[éF =-PPs &-Tendering ( & xml) =10l
File  Tools Help

1 Create an 0%
‘- Open document E Save ﬁ Pack [l cncrypted bid Complete

package
SILINCRSEICHEN W | Technical —_] | Financial
li il :
& supplier Details 'l Criterion I) Supplier Details
@ Previous Experience
Criterion I.1) Supplier Baclkground
@ * Lz §

wasee

Completed Criteria: 0/1

Figure 64: Offline bid preparation tool
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The user then needs to return to the GHANEPS system to submit the bid created offline by
clicking on the “Manual upload of tender package” button (Figure 63). The user will be prompted
to locate and select the packed archive ending in “_TENDER.zip” for uploading. The process is
completed by clicking the “Upload button” (Figure 65).

Upload Bid Package

\i‘) Please make sure that the file intended to be uploaded is the bid package created by the bid preparation tool, else you risk
your bid to be rejected during the Opening phase. The filename of your bid should be in the form X0C0_TENDER.zZip.

In case you have not created your bid through the bid preparation tool please consult:
-the User Guide.

You may download the bid preparation tool from here: Bid Preparation Tool.
You may download the necessary bid structure for this particular tender from here: Bid Structure

*Locate the Bid package to upload: Browse. | Mo file selected.

Upload Cancel

Figure 65: Upload offline bid package

2.15 Postqualifications

Postqualifications are requests submitted by the Procuring Entity in the context of a specific
Tender at the end of the evaluation phase. They are very similar to Evaluation Clarifications,
except that they are targeted at the bidder who was ranked in first position. To preview any
postqualification request the user needs to select the “Postqualifications” option found under the
Tender menu (Figure 66).

View Tender
Tender Documents
Clarifications

Bid Submission
Feedback

Postgualifications

Specify Alerts

Automated Motifications

Figure 66: Postqualifications menu selection

A list of all the postqualification requests is displayed (Figure 67). The supplier user must
respond to all the postqualification requests by selecting the radio button and clicking on the
“ Answer Postqualification Request” button.
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Postqualifications

Select Postqualification Title of Request Supplier Name Question Answer Date and Time  Status
] Attachment Attachment

o NIA H

Displaying the 1 match. Page 1 of1

View Postqualification

Answer Postqualification Request

[® Answered] B Unanswered

Figure 67: List of postqualification requests
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The user completes the postclarification by providing his response in the “Postqualifications” text

area (). Supporting documentation can be attached. Where multiple documents need to be
provided, these should be combined in a zip file.

Postqualifications

Postgualifications

Edit/Answer request for Postqualification

Requestor Name:
Title:

* Description of the Postqualification:

*Attachment for the Question:

* Postqualifications: -

1977 remaining characters

*Attachment for the Postgualification: Browse.. | Mo file selected.

Cancel

*If you attach a new file the previous will be overwritten

Figure 68: Respond to postqualification

2.16 Feedback

After the announcement of the evaluation results, a standstill period is in effect allowing
suppliers to request clarification regarding the outcome of the evaluation. This feedback is
requested by selecting the “Feedback” option in the Tender Menu (Figure 69).
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View Tender
Tender Documents
Clarifications

Bid Subm
Feedback

Specify Alerts

Automated Motifications

Figure 69: Feedback selection in the tender menu

The supplier user completes the form and sends the request to the procuring entity.

Provide your Feedback

Your feedback and answers

Create New Feedback

* Title: - - -

* Language: English j
Description: - - - : -

1941 remaining characters

Attachment for the Request:

Cancel

* Fields marked with an asterisk are mandatory.

Figure 70: Submit feedback request
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After the procuring entity has responded to the request, the supplier user can view the response
provided by accessing the “Feedback” menu in the Tender Menu.

Provide your Feedback

Your feedback and answers

1 rm—— c— —

Description of your Feedback

Attachment for the Feedback:
Answer

Attachment for the Answer: S Io R

Figure 71: View feedback response

2.17 Complaints

After the publication of the Contract Notice, the supplier user is able to submit a complaint
regarding the actions of a specific tender. These complaints are submitted by selecting the
“Complaints” option in the Tender Menu (Figure 69).

Hide Menu

Wiew Tender
Tender Documents
Clarifications

Bid Submission

Complaints

Postgualifications

Specify Alerts

Automated Motifications

Figure 72: Cool-off complaints selection in the tender menu

The supplier user completes the form and sends the request to the procuring entity.
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w Tender, S mn = S E——— -

Your complaints and answers
Create New complaint
* Title:
*Language: English ~
Description:
(Maximum characters: 50000)
Attachment for the Request: Browse_. | Mo file selected.

Send Request [l Cancel

* Fields marked with an asterisk are mandatory.
Figure 73: Submit complaint request

After the procuring entity has responded to the request, the supplier user can view the response
provided by accessing the “Cool-off complaints” option in the Tender Menu.

Provide your complaints

w Tender: Bafemmetony o

Your complaints and answers

1.test

Description of your complaints
n
Attachment for the complaints: No atfachment
Answer
| | | |

Attachment for the Answer: ALE TR

Figure 74: View complaint response

2.18 Administrative Reviews

A supplier who has submitted a complaint and is not satisfied with the response received from
the procuring entity can lodge an administrative review against the tender. As soon as an
administrative review is lodged the tender status changes to Suspended. The tender workflow
cannot be resumed until all administrative reviews have been finalised. The supplier user must
select the “ Administrative reviews” menu item in the tender’s menu to navigate to the respective

page.
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Hide Menu

View Tender
Tender Documents
Clarifications

Bid Submission
Complaints

Administrative Reviews

Specify Alerts

Automated Motifications

Figure 75: Administrative reviews menu selection

Before lodging the administrative review, an administrative review fee may need to be paid. The
user must follow the instructions in section 2.10.2 to complete the payment. Once the payment
has been successfully completed, the user is shown the screen to submit the administrative
review (Figure 76).

Provide your Administrative Review

w Tender: Outsourcing of the ministry canteen

Your Administrative Review and Answers

Create New Administrative Review

* Title:
Description:

(Maximum characters: 50000)
Aftachment for the Request: Browse... | No file selected.

Send Request Cancel

* Fields marked with an asterisk are mandatory.

Figure 76: Submit an administrative review

The response to the administrative review is available for the supplier user to view once the
process is completed and the result is captured in the GHANEPS system. Another administrative
review can only be lodged if the standstill period of the tender has not elapsed. The
administrative review fee needs to be paid again in order to lodge a new administrative review.
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Your Appeal and Answers

1)« - ——

Description of your Appeal

Attachment for the Appeal: No atachment

Outcome
Reject

Suggested Action
Proceed to Awarding

Answer

2.19 E-Auctions

2.19.1 Participation in an e-Auction Event

In order to respond to the e-Auction invitation the bidder needs to select the task “Respond to
the e-Auction Invitation” in his task list (Figure 77).

Task List
List of Tasks
Title + Task + Associated Deadline -
5 = Respond to e-Auction Invitation =
Displaying the 1 match. Page 1 of1

Figure 77: Respond to an e-Auction invitation

The user has the option to “Accept to participate in the e-Auction event” (Figure 78) or to
“Decline to participate in the e-Auction event” (Figure 80). The system informs the user
regarding acceptance (Figure 79) / rejection (Figure 81) decision.
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w Tender: 1 e me

Answer e-Auction Invitation
(® |Accept To Participate In The e-Auction Event
(O 1 Decline To Participate In The e-Auction Event

Submit @ Cancel

Figure 78: Accept an invitation to participate in an e-Auction event

e-Auction Invitation Acceptance Results

e-Auction:1778 Organisation Name ;P g e @ v Ewm .
Your Qrganisation has accepted the e-Auction invitation

Result of e-Auction invitation
Enter e-Auction Room

Figure 79: e-Auction invitation acceptance results (accepted invitation)

Accept/Decline e-Auction Invitation

Answer e-Auction Invitation
() | Accept To Participate In The e-Auction Event
(@ | Decline To Participate In The e-Auction Event

Submit Cancel

Figure 80: Decline an invitation to participate in the e-Auction event
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e-Auction Invitation Acceptance Results

S ———
e-Auction:1803 Organisation Name 3 s | smm—s 5

e-Auction Invitation Status

Result of e-Auction invitation Your organisation has declined the e-Auction invitation, Or The e-Auction has finished, Or
you do not have the rights to access the e-Auction

Figure 81: e-Auction invitation acceptance results (declined invitation)

Auction start date, else he will not be able to accept the invitation and participate in
the e-Auction event. The start date of the auction is available in the Auction’s details
(Figure 84)

: It is important the bidder to accept the invitation at least 30 minutes before the e-

In order to participate in the auction event, the bidder needs to enter the e-Auction room. This
functionality is accessible from the “e-Auctions” option of the Menu (Figure 82).

Hide Menu

View Tender

Tender Documents
Evaluation Clarifications
Bid Submission
Postqualifications
e-Auctions

Specify Alerts
Automated MNotifications

Figure 82: Menu, option “e-Auctions”

A list with all e-Auction events scheduled for the particular Tender will be displayed to the user
(Figure 83). For each Lot contained in the Tender a separate e-Auction event will be held. The list
contains detailed information regarding the event. In particular, the system allows to display
information such as the type of event, whether the event is official or practice and the starting
date for the event.
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List Of e-Auctions Related To tender

v Tender ! e Eg-mms moogET S SE——

List of e-Auctions
Lot Reference ld Lot Name e-Auctionld Type Official  Dummy  e-Auction Start Date
1 1778 Round-based  Offical u u Enter e-Auction Room

Figure 83: List of e-Auctions related to the CfT

Selecting the “e-Auction Id” (Figure 83) allows the user to preview all details of the event (Figure
84) while selecting the link “Enter e-Auction Room” (Figure 83) allows the user to enter the e-
Auction room which provides all the bidding functionality (Figure 87).

e-Auction Detailed Information

e-Auction ID : 1778 (Official)

e-Auction Type Round-based

e-Auction Evaluation Method - Least Cost Selection (LCS)

e-Auction Status: Pending

Number of Rounds 02

Duration of Round (minutes): 20

Interval Between Rounds (minutes). 3

Bid submission type : Overall

The e-Auction start date : T

Auction Currency : GHS

e-Auction Bidding Visibility : Limited Visibility

e-Auction Rounds

Sequence Number Round Id Round Status Start Date
1 1780 Pending n Im i
2 1781 Pending n LEma w ol

Figure 84: Detailed information regarding the e-Auction event

The detailed view of the e-Auction event provides the following information (Figure 84):
1. The type of the e-Auction:
a. Rounds: The Bidders compete based on a number of rounds (each participant
can provide a single bid for each round)

b. Time: The Bidders compete based on a certain time period (each participant can
provide any number of bids within the specified period)
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c. Combination: The Bidders compete based on rounds with a certain duration
(each participant can provide any number of bids within each round).

The evaluation method

Status

Number of rounds and duration of each round
Duration of the interval between the rounds
Use of automated extensions

Maximum number of automated extensions

Duration of each extension

W K Nk W

The time period before the end of the event by which, if a bid is received, an extension
will be triggered

10. Scheduled date of the e-Auction
11. Currency of the e-Auction

12. Bid visibility option determines what information will be disclosed to the bidders
during the auction

a. Rank sealed:
i. bidder’s previous bid,
ii. alist with all previous bids submitted by the bidder,
iii. the best bid submitted out of all supplier bids,
iv. the next possible bid of the bidder.
b. Limited visibility:
i. bidder’s previous bid,
ii. a list with all previous bids submitted by the bidder,
iii. the best bid submitted out of all supplier bids,
iv. the next possible bid of the bidder
v. bidder’s relative ranking
b. Full visibility:
i. bidder’s previous bid,
ii. alist with all previous bids submitted by the bidder,
iii. the best bid submitted out of all supplier bids,
iv. the next possible bid of the bidder
v. bidder’s relative ranking
vi. all bids placed by all suppliers
vii. latest bids placed by each supplier
c. Manual settings:
i. bidder’s previous bid,
ii. alist with all previous bids submitted by the bidder,
iii. any option from iii to vii appeared in full visibility mode

2.19.2 Submission of an Offer

Access to the e-Auction room will be enabled only at the commencement date and time specified
for the event. The user needs to select the button “Enter e-Auction Room” to access the e-Auction
room.
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e-Auction Status

The e-Auction state is : e-Auction will start at :

Auction Currency : GHS

Enter e-Auction Room
Figure 85: e-Auction status

The e-Auction room provides all functionality for placing a bid for events containing financial
criteria.

In both cases the bidder can visualise the following information at the top of the page (Figure 86):
e The e-Auction state (status, round, etc.)

e The e-Auction currency
¢ Remaining time until the end of the e-Auction/ round
e Information regarding potential extensions

e E-Auction details available through “View full e-Auction details” link

e-Auction Status

The e-Auction state is : e-Auction Is Running
Auction Curmrency : GHS

Time Remaining : 19 - 53

Mo Extension Applied
Vigw full eAuction details

Figure 86: e-Auction room, main information regarding the e-Auction

2.19.3 Placing a bid in a lowest price based auction

In this type of events the bidding is performed only on the associated financial criteria. The
system lists all the participating financial criteria (Figure 87). The user provides his financial bid
in all participating criteria and then selects the button “Submit” to submit the bid in the system.
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e-Auction Room

 Tender —m e o e e

Message Board Of e-Auction : 1778
e-Auction Status
User: 1021-Supplier

-Auct is e-Auction Is Runnin
The e-Auction state is : g Messages
Auction Currency : GHS
Time Remaining : 18 - 36

Mo Extension Applied
View full eAuction details
Bidding Information Post a Mew Message:
Current Best Bid 100000.00
Mext Winning Bid 99000.00
Minimum Bid Difference 1000
(Maximum characters : 500 ) You Have Left.
Previous Bid Value 110000.00
500
Current Ranking 2

View my bid history Send Message

Financial

Criteria
Supplier ()

+ Financial
Price () Qa000.00

Total Financial Prices

Supplier Value ()
Overall 110000.00

Submit Bid

Figure 87: Submit a Lowest Price bid

In addition to the information described in Figure 86, the following information fields are
displayed in lowest price e-Auctions (Figure 87):
e Current best bid: The lowest bid submitted
e Next Winning bid: A suggestion of the total value of the next bid in order to rank at the
first position
e Previous bid value. The value of the last bid
Depending on the visibility settings the following additional information are displayed:
e Current ranking: An indication on the user’s ranking based on the latest valid bid
submitted
e View my bid history: a popup enlisting all valid bids submitted by the current user
appears
e View latest bid from all participants: a popup showing the latest valid bid from all users
that participate the current e-Auction

26/09/2018 D10 End-user Supplier Manual v1.0(1) Page 69 of 96



The Government of the Republic of Ghana - Development of e-Government Procurement (e-

T\W& GP) System in Ghana

D10 End-user Supplier Manual

e View bid history from all participants: a popup presenting all the valid bid submitted
by all participants

The section “User” provides ranking information during the bidding process. The displayed
information depends on the e-Auction visibility criteria which are specified by the e-Auction
Coordinator.

The system prompts the user to confirm the submission of his bid (Figure 88). The message
contains all details regarding the particular bid. Selecting the button “OK” will submit the bid in
the platform while, the button “Cancel” will cancel the operation.

Do you wish to place this bid :
Total Value: 8

Financial:

Financial

Price:

Cancel

Figure 88: Confirm submission of bid (lowest price based auction)

If the bid is valid, an acceptance message will be displayed (Figure 89). The acceptance message
contains the unique “Bid Receipt Id” and the unique “Bid Hash”.

Your bid has been accepted
Bid Receiptid:
Bid Hash 'e3d32a21deb9947abclafc32516653d6d03006a7

[ 1Prevent this page from creating additional dialogs

Figure 89: Acceptance message (lowest price based auction)

If the bid is not valid, an error message will be displayed to the user (Figure 90). The error
message will describe why the bid has not been registered in the system.
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Your bid Has not been registered for the following reasons:
Score: Not Best Score

|
Figure 90: Bid has been rejected

Depending on the bid visibility option, the user can view a list with:
e  All the bids submitted by him

e The latest bid from all participants
e The bids submitted by all participants

2.19.4 Extensions

Automated extensions are enabled by the e-Auction Coordinator during the creation of the e-
Auction event. Information regarding the use of automated extensions is available for the user
when previewing the detailed information of the e-Auction event. The following information
fields are available to the user (Figure 91):

¢ Maximum number of automated extensions

e Duration of each extension round

e Time before the end of e-Auction when extension is possible

Enable &utomated Extensions @ Tes
Maxirmurm Mumber Of Autamated Extensions : 10
Duration OF Extention 5

Tirne before the end of e-Auction when extension is possible; 2

Figure 91: Detailed information regarding automated extensions

During the bidding process, the user previews if an extension has been applied (Figure 84)
When an extension is applied, the platform displays the extension number and end time and date
of the extension.
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2.19.5 Message Board

The e-Auction module provides a message board functionality for the prompt communication
between Bidders and the administrator of the e-Auction (Figure 92).

Message Board Of e-Auction : 1778
User: 1000-Supplier

Messages

until 2018/09/27 16:47:53 -
[1019]:The e-Auction has been

resumed at 2018/09/27 156:47:54
[1019]:Please prepare to submit vour
bids

[1000]:1 have a technical problem y

FPost a Mew Message:

4
(Maximum characters : 500 ) You Have Left.

500

Figure 92: e-Auction message board

The upper part of the message board displays all messages posted by participating Bidders and
also the messages/replies posted by the e-Auction Administrator.

In order to post a message the user fills the “Post a new message” section and then, selects the
button “Send Message” to post the message on the board (Figure 92).

2.19.6 Suspension of an e-Auction Event

When the event is suspended no further bidding is permitted (during the suspension period).
The platform informs all participating Bidders that the event is suspended and also when the
event will resume (Error! Reference source not found.). When the event is resumed, the user
needs to select the button “Enter e-Auction Room” to access the e-Auction room and to continue

bidding.
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e-Auction Room

w Tender —mase s o . Sl sE——

Message Board Of e-Auction : 1778

e-Auction Status

User: 1000-Supplier
The e-Auction state is : e-Auction will start at . & = nm .
Auction Cumrency : GHS

[1019]:The e-Auction is suspended until
-l =

Enter e-Auction Room

Post a New Message:

P

(Maximum characters : 500 ) You Have Left.

Figure 93: e-Auction is suspended
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2.19.7 Preview of a Completed e-Auction

At the end of the e-Auction, the platform will display the auction detailed information (Figure
94).

e-Auction Detailed Information

 ordor e e i e T

e-Auction ID : 1793 (Official)

e-Auction Type Time-based

e-Auction Evaluation Method - Least Cost Selection (LCS)
e-Auction Status: Closed

Duration of e-Auction Event (minutes): 10

Enable Automated Extensions : Yes

Maximum number of automated extensions : 01

Duration of Extension {minutes): 2

Time before the end of e-Auction when extension is possible (minutes). 2

Bid submission type : Overall

The e-Auction start date - =

Auction Currency GHS

e-Auction Bidding Visibility : Full Visibility

View Supplier Report
e-Auction Rounds
Seguence Number Round Id Round Status Start Date
1 17495 Closed N

Figure 94: e-Auction detailed information

In order to view the bidding results the user needs to select the button “View supplier Report”
(Figure 94).

The platform will provide the following information to participating Bidder (Figure 95):
e Winning bid of the e-Auction

e Ranking of the Bidder

e Best bid of the bidder

e Detailed information for all received bids from the Bidder
e Ranking information per round

e Several e-Auction charts (Figure 96 and Figure 97)

e Bid details
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Supplier Report

v Tender: i m n Show Menu

e-Auction Status: Closed
Winning Bid: e A
Your ranking is - 1

Your Best Bid: (B r § o

Bid Id ~ Bid Timestamp ~ Bid Value -
1009 Fomis 7 [ "ol

1014 Wi I 1 o e

1017 el ¥ L5t 1=

Round Number ~ Ranking After Round -
1 1
Final Ranking : 1

Figure 95: Bid information

All Bids in Time
140000
120000 1
L
100000 | = . .
|
¢ 80000 { . n
0
= 60000 -
o
T 40000 -
20000 |
0 . | .
-" i F -
- - I r
. . - . -
Time of Bid
W Overall

Figure 96: All bids in time
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Bids in Time of Supplier

120000

B00D0

60000

Bid Value

40000 A

20000

Time of Bid

W 1000

Figure 97: Bids in time for supplier
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Rank in Time of Supplier

Rank

Time of Bid

Il 1000

Figure 98: Rank in time for supplier

2.20 Helpdesk Contact Details
To contact the GHANEPS helpdesk you may visit the “Contact Us” link.

GHA[@S Ghana Electronic Procurement System

Homepage About User Guides Help Contact Us

Y s o

Figure 99: Contact us link

The user may either select to fill in an online form and send it through the system, or directly
contact the helpdesk team via phone or email.
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%%

Contact Us

For technical support on the e-GP system you may contact us through email or phone.

Email:

Telephone:

Fax:

Your Name: * [+ -
Your Organisation: * |_ e —
User email: * |

Phone number: |

Subject: * |

Question: *

Figure 100: Contact us form
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3 eCatalogue Management Functionality

The eCatalogue module provides the following common behaviour/functionality for all its end-
users.

3.1 General Usage Guidelines

The e-Catalogue module provides the following common navigation behaviour/functionality:

Tabular display. Any data displayed in tabular format will have the following header which
helps the user to navigate:

Search Resuits

ontract reference number[Z] catalogue Title & Contract Title & Created by & Supplier& Type

Figure 101: Example of a table header
L
The arrows = are used for shorting (in ascending/descending order) the results by the
corresponding field.

Any search query or list, with more than a page of results, will include the following navigation
buttons:

Table 3: Pagination options

First First Page
Last Last Page
. Previous Page
Previous
Mext Next Page

The following buttons are also widely used within the e-Catalogue:

Table 4: Additional options

Calendar Button. Selecting this button opens a calendar enabling the
= user to select a date

Search Button. Selecting this button opens a searching window

m enabling the wuser to search for various codes (e.g. UNSPSC

codes)enables the user to search for the results

Clear Reset Button. This button clears the selection of the user

Save button. Selecting this button saves the search results
Save search
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3.2 Main Page

Logm  Imfo Ares © options.

Link o 850 ogin page.

GHANEPS

Figure 102: Main page

The main page of the e-Catalogue system consists of the following elements:
e Central section, which contains general information regarding the system, the Suppliers
and the users of the Procuring Entity.
e Constant functionality at the top of the main page which contains functionalities which
are available within all pages of e-Catalogue.
The following are the most important sections within the main page.

3.3 Access to the e-Catalogues Module

In order for a user to access the module, he must select the e-Catalogues option in the login
section of the main page within e-Tendering module:

Log In

Logged in as:
[ | Il N EEm u

Last login on :

Edit Profile

Homepage

e-Catalogues

e-Contracts

Log Out

Figure 103: e-Catalogue option

3.4 Logout from the System

The user can exit the e-Catalogue services by selecting the “Logout” functionality from the menu
on the top.
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ROOT_AUTHORITY / System Administrator G Options

e-Tenders
e-Contracts
My profile

Logout

Figure 104: Logout functionality

3.5 Maintenance of User’s Profile

After successful authentication the user can edit their profile by selecting the “MyProfile”
functionality (accessible from the menu on the top). The user can update the information fields
and then select the button “Save” to store the performed modifications. In case any of the
mandatory information is missing the system will prompt the user with an error message.

European Oymamecs / ROGT_AUTHORITY / System Admintrator Dptions

e-Catalogue Management

user View User

| Views tser

Figure 105: Edit User’s Profile

3.6 XLS File Format Support

All XLS(X) files uploaded to the e-Catalogue system must abide to the Microsoft Office Excel 2003
or 2007 format.

All XLS(X) files must abide to the Microsoft Office Excel 2003 or 2007 format.

@ Users that have later versions should save their files in 2003 or 2007 format (Save as type
and select the option “Excel 97-2003 Workbook” or “Excel Workbook”).
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3.7 Supplier Management

The Users with a role of Supplier Organisation Administrator can perform the following activities
for the management of their organisation:

e View organisation details

e View the users registered within the Supplier organisation

e Edit user’s details

e View credit pools

This management functionality is provided through the “My profile” option of the menu on the
top.

e-Catalogue Management

Niew User

Figure 106: Supplier menu

Figure 107: Supplier Management functionality

3.7.1 View the Users Belonging to the Supplier

Selecting the option “View Users” displays all the users registered within the selected Supplier
organisation.

Figure 108: Display of users belonging to the Supplier.

In the above screen, the first name, last name and the role of each user are displayed.
Furthermore, the current status of the each user account is also displayed.

The following user roles are supported:
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e Supplier Administrator (Supplier Admin). Users with this type of role are authorised to
manage the users and update the details of their organisation.

e Supplier users (Supplier Users). Users with this type of role are not authorised to
manage the details and the users of their organisation.

3.7.2 Edit User’s Details

The user can select the option “Edit User” from the menu on the left to edit the details of a
specific user. The system will display all user details allowing their modification (Figure 36).

Mome InfoAres Contracts Approve Quotstions Approve Requisitions  Purchase Orders  Advanced Search  Contact

e-Catalogue Management %\ Search

Figure 109: Editing user details

Selecting the button “Save” will update the user’s details (Figure 109).

3.8 Searching Functionality

The e-Catalogue system provides both Simple and Advanced search mechanisms.

3.8.1 Simple Search

The simple search functionality covers searching for items (search textbox and search button
combination) to the users. The “quick search” feature is enabled in the following fields:
Search Items
e Item Name
e SKU
Simple search queries are performed by:
e Providing the full name of the required record or part of it using the
e Selecting the button “Search”.

"y

wildcard.

The results, if any, are then presented in a tabular form.
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Catalogue Content Management (CCM) & Search

Quick Search Quick Search Results

M mber/sus  memnames Contract rference omiber = bonds  supebers  Commactord e Customerprice (1Zs) S we g M 8 Q@ R

Figure 110: Simple search for item

3.8.2 Advanced Search

The advanced search functionality enables searching for Organisations, Users, Items, Catalogues
and Contracts entries. In order to perform an advanced search query, the user should:

e Select the type of the search by using the appropriate button

e Provide information in one or more fields (use of * wildcard is also enabled).

e Select the button “Search”

The results, if any, will be presented in a tabular form.

A Supplier user can only search for buyer organisations when searching for Organisations and
cannot search for other Supplier organisations. Figure 111 provides an example of a search query
for Buyer Organisations.
When searching for a Buyer through the advanced search menu the system performs the search
in the following fields:

e Name

o City

e Abbreviation

e DUNS number

e Address

e Country

e Results per page
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Search Organisations

Search Criteria

Type Buyer ¥
Supplier

Mame I 3

City

Abbreviation

Lddress
Country -Select- A
Results per page 0 v

Figure 111: Advanced search for a Buyer Organisation

In order to search for a user the organisation type (Buyer Organisation or Supplier) must also be
selected. When searching for a user through the advanced search menu the system performs the
search in the following fields:

e Organisation Type

e Role

e Department

e  First Name

e Last Name

e Username

e Email

e Country

e Organisation Name
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Advanced Search Search Users

Search Organisations Search Criteria

Search Items

Search Catalogues Role

Search Contracts
Department
First Name
Last Name
Username
Email
Country -Select- v

Organisation Name

Results per page o T

Figure 112: Advanced search for users

When searching for an item through the advanced search menu the system performs the search

in the following fields:
e  Search For
e SKU
e Name

e Description

e Manufacturer Name

e  Manufacturer Part No.

e UN/SPSC Code

e Contract reference number

e Supplier

e Contractor

e CAS Code

e Brand

e DM&D Code
e GS1 Code

e eClass

e Contract Type
e Results per page
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Advaqﬁced Search Items
Searc
Search Organisations o In order to use a search criterion to refine your search results please use words containing at least three (3) characters. Allowed characters are a=z, A-Z, 0-3 and Space. Articles, as well as, other special characters are ignored during search.

nctive * }

UN/SPSC Co

Cantract reference number

Supplier

Figure 113: Advanced search for items

When searching for a catalogue through the advanced search menu the system performs the
search in the following fields:

e Search For

o Title

e Contract reference number

e Supplier Name

e Contract Type

e Results per page

Advanced Search Search Catalogues
Search Organisations Search Criteria
Search Users
Search For Active ¥
Search Items
I Search Catalogues Title

Search Contracts

Contract reference number
Supplier Name

Results per page g v

Figure 114: Advanced search for catalogues
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When searching for a contract through the advanced search menu the system performs the search

in the following fields:
e Search For
e Title

e Contract reference number:
e UN/SPSC Code

e Contract created by

e Start Date (From - To)

e End Date (From - To)

e Results per page

Search Contracts

Search Criteria

Search Fer Active ¥
Title:

Contract reference number:

UN/SPSC Code

Contract created by

Start Date From To
End Date From To
Results per page g v

Figure 115: Advanced search for contract

3.9 Contracts

The Supplier users can perform the following activities for the management of their contracts:
e View contract details
e View terms of contract
e View Terms of delivery
e View list of catalogues
e Upload catalogue
¢ Download CCM catalogue template

This management functionality is provided through the “Contracts” option of the top menu.
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AMICS

Approve Requisitions  Purchace Orders  Advanced Search  Contact

e-Catalogue Management qech &, Search
Contracts List of contracts

Figure 116: View list of contracts

3.10 View Contract Details

By selecting a contract, the supplier user is able to view the details of the contract,

Contract iiew contract

| | oetails Contract Details

Terms of Contract
all fields marked with an asterisk () are mandatory
Terms of Delivery

View list of Catalogues

View Contract Supplier Title: ™ e -
Ranking
Upload Catalogue for ‘ . - =
Supglier Contract reference number: = =
Request Catalogue ;
update Start Date: -
Resources End Date:
Download CCM template
XLS Status:
Description: = == =
&
4= My Contracts
Procurement Contact Details:™
“
UN/SPSC Code = e
Contract created by: L w——
Buying Organisations:™ I ~ = =
Supplier Organisations: ™ S OE i
gt
b mmen -
Approving Users:® p— -
-

Figure 117: View contract details
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3.10.1 View Terms of Contract/ Delivery

The user is also able to view the terms of the specific contract or the terms of delivery by selecting
the option of the menu on the left.

Contract View Terms of Contract

Details View Terms of Contract

Terms of Contract Terms of Contract:

Terms of Delivery

list of Catalogues

View Contract Supplier
Ranking

Upload Catalogue for
Supplier

Request Catalogue
update

Resources P

Download CCM template

4~ My Contracts

Figure 118: View terms of contract

Contract View Terms of Delivery

Details View Terms of Delivery
Terms of Contract Terms of Delivery:

Terms of Delivery

ist of Catalogues

View Contract Supplier
Ranking

Upload Catalogue for
Request Catalogue

update

Resources P

[e=] =]
Figure 119: View terms of delivery

Download CCM template

3.10.2 View List of Catalogues

The supplier user is able to view the list of catalogues uploaded for the specific contract by
selecting the option “View list of catalogues” from the menu on the left.

Versions Rank 2 Status & Supplier & Valid From & Valid To

[ view st cataiopoes

Figure 120: View list of catalogues

3.10.3 Upload a Catalogue

The system will enable the Supplier to upload a catalogue in XLS or XML format. For uploading a
catalogue for the specific contract, the user selects the “Upload catalogue” option from the menu
on the left and is able to download the CCM template in xls format. In order for a user to
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associate a catalogue line with image files or files that provide additional information for a
catalogue line, the user needs to create a ZIP file that will contain all referenced information. The
ZIP file must be uploaded at the same time as the catalogue through the catalogue upload facility.

Upload Catalogue Upload Catalogue

Chosse Fil | No file chosen

= = e

Figure 121: Upload catalogue

In case a catalogue that is uploaded and is not in accordance to specifications and contains errors,
the system upon processing of the uploaded catalogue will produce an error report by selecting
the “View list of Catalogue history” option from the menu on the left.

e-Catalogue Management

Catalogue View list of Catalogue histary

View list of Catalogue ™ Titte Versian Status Valid From Valid To Date Created
nnnnn

 Back to catalogue

Figure 122: Error report

By selecting the catalogue title, the catalogue history will be displayed and the supplier user will
be able to download the error report in xml format.

Catalogue Catalogue History

4 Back to catalogue

Figure 123: Download error report
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Once, the Supplier user uploads the catalogue, he may decide whether to submit it to the Buying
Organisation for approval or cancel it. In case it is cancelled the process ends. In case the user
submits it for approval then the users that are assigned as Approvers of the specific Contract of
the Buying Organisation will be notified to follow-up. Once, the Supplier user uploads a
catalogue and before it is submitted for approval, a preview page will be available in order to
view the uploaded items.

Home InfoArea  Cuniracls  Approve Quolalions  Approve Requisitions Purchase Orders  Advanced Search  Cantact

e-Catalogue Management ar % Search

Catalogue View list of Catalogue history

View lst of Catalague w Title Version Status. Valid From Valid To Date Created
history

n Back to catalogue

Figure 124: Successful catalogue upload

By selecting the catalogue title, the catalogue history will be displayed and the supplier user will
be able to Submit for approval.

Catalogue Catalogue History

Catalog. Catalogue Histary

= mackto catalogue o v e catiogun { sem v epert

Figure 125: Submit for approval

3.11 Information Area

The supplier user is able to view the content displayed in the information area of the system
(Figure 126). In order to view the content of information which is displayed in the system the
supplier user selects the option “Info Area” on the top menu:

Home  Inlo Arma  Conracts  Approve Quatations  Approve Requisitions  Purchase Orders  Advanced Search  Contact

e-Catalogue Management . % Search

Info Area Information Area for News =

| e T Descrption: Atachment &

Figure 126: Info Area
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3.12 Manual Notification

The supplier user is able to send a manual notification (Figure 127). In order to send such a
notification, the supplier user selects the option “Manual Notification” in the “Contact” option
on the top menu.

Then the supplier user provides the mandatory criteria and optionally has the option to upload a
file.

Rt |l ¢ Tl ) Options.

attachmant Ghosse ke | No fle choser

=
Figure 127: Manual notification
The supplier user has the option to add recipients by selecting the “Add recipients” button. In

order to select the recipients, the supplier user should complete some of the fields displayed
below.

Figure 128: Select notification recipients

3.13 Requisitions

Upon approval of a Requisition by the “Requisition Approver”, the status of the Requisition will
be automatically set to “Pending Supplier Info”. The Requisition is then forwarded to the
Supplier. The “Supplier” will be presented with a page that will display a table containing the
different Requisitions he receives
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e-Catalogue Management & search

Requisition
Acknowledgements

Buyer srganisatian (SKPD)

Figure 129: List of requisitions

By selecting a specific requisition the supplier user will be able to view the details of the
requisition acknowledgement and will be able to reject specific items, reject or approve the
requisition.

e-Catalogue Management  search

Reguisition View Reguisition Acknowledgement
Acknowledgements

anisation (SKPD)

sk Neme  Manufac turer Supplier Quantity  Unit Price (GHS) Tatal Price (GHS) Acknowledgement status Rejection Comments

Aejection Comments:

Figure 130: Manage requisition

3.14 Quotations

Once the buyer user fills in all the necessary information the RfQ is sent to the Supplier. The RfQ
will be set to “Pending Supplier Approval” status and will need to be reviewed and approved (or
rejected) by the “Supplier”. The Supplier will have access to a list of RfQs.

Home InfaArea Comiracts  Approve Quolalions  Approwe Requisitions  Purchase Orders  Advanced Search  Contact

e-Catalogue Management . & Search
Quotations for Approve Quotations =3
Spproving

we Organisation Name. Status & Date Created ¢ Ttem(s)

6of6  Frt Previos (1] Net Lamt

Figure 131: View list of RfQ

The supplier user shall have the option to edit the individual item values (Supplier’s negotiation
price) in an RfQ, thus creating new subtotals of price in case of multiple currencies in the RfQ,
reject the RfQ, or accept it as is. Once complete, the Supplier will submit the RfQ back to the PO
Requisition Approver.
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Home InfoAres Comtracts  Approve Quotaions  Approve Requisitions  Purchase Orders  Advanced Search  Contact

e-Catalogue Management &, Search
Quatation Histary Approve Quotations =
Name Supplier Quantrty Unit Price of Cart Unit Price (GHS) Total Price (GHS) Comments.

Quotations for

Soronng
Tata i of cart
ToalPrice (GH8),

e
Figure 132: Manage RfQ

3.15 Purchase Order

The “Supplier” users will be presented with a page that will display a table containing the
“Signed POs” that are dispatched to them

Home InfoArca Contracts  Approve Quotations Approve Requisitions  Furchase Orders  Advanced Search  Camtact

e-Catalogus Management % search

View Purchases View Purchase Orders

| View Purchases Search Crteria -

Search Rasults

PO Number Ovgnisation ane Suppher Status & Wiorkfiow Date Created & Tem(s) Actions

Figure 133: List of purchase order

The “Supplier” will be able to add comments (e.g. technical negotiations). Upon viewing the
Signed PO, the “Supplier” will be able to:

. view any comments added by the LPO Approver;
. reject the PO; or
. adjust the quantities of the PO based on available stock and provide estimated delivery

dates before or accepting the PO.

If the “Supplier” rejects the Signed PO, the status of the PO is set to “Rejected by Supplier”. The
“LPO Approver” is notified by email that the PO has been rejected by the “Supplier” and the
flow of activities is terminated.
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| Ve urchases urchaseGrder Geta

Burchase Crdar Mtams

o e Hansbactures Suppher Guantay it Price (GH5) Total prica 5]

Total Price (Ghs):

Burchase Ordor Dutaih

Figure 134: Manage purchase order
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